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Attent.bn: M u l i n a  Section. 

Department of Education 
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Division of Special Programs 

Telephone Number 
Joan A. Jordan Coordinator 656-2427 

. A&Reqwsted 
a. 
b. 
c. 0 Amend Application No. Checkhe: 0 Change; 0 Super&; 0 Void 

Establish Retention Schedule; record will continue to accumulate. 
0 Diwse of present accumulation; no further accumulation anticipated. 

. Datesofssrier 5. RaeDrds Sari T i  (followed by tide used in office; if diffmmtl 
arliest b e s t  Psychoed/SED Annual Reports Fi les  

I971 I TO Date I 
I. Dvirion d Mi Function 
The Psychoed U n i t  i s  responsible for  planning and implementing an evaluation procedure f o r  
the 24 psychoeudcational centers i n  the s t a t e .  
Financial and Services Reports Center Objectives, Inventories and Demographic Data. 

What is  the function of the Divisioe and the Off@ in which this recur-d series i s  ueated? 

The centers submit Quarterly and Annual 
The 

u n i t  compiles this data and prepares a statewide summary of these reports .  

I. Record Ssr i  k i p t i o n  

Documentsrebtingto: 

This file contains the following documents (include form numbersand tides, ifany): 
Attach samples of the file. 

summarizing annual financial and services data of the 24 centers. 

lndu&d are: Annual Services Reports 
Annual Report o f  Objectives 
Demographic Data 
Inventories 
Annual Financial Reports 

Fikisarranged: chronologically by f i sca l  year; thereunder a1 phabetized by center / f iscal  agent 

1. Monthly Raferenm Rate 

One to six months old 
How often are recurds refwed to which are: 

; Swen to twelve months old ; Thirteen to twenty-four months old 

twentyfive months and older ? 

Letter-size drawers : Lqal-zize drawers ; Shelver ; Other IweziW) 
b. Annual Rate of Armmulation of Resorb 

R--50-71: RH. 76 1-1 



- 
YES I NO I 10. (keRiinairr (P- .n “ X  In the proper column) 

a. Is  th is  the o f f i l  c o ~ y  of the pries? 

b. Doer the series contain mnfiitisl information requiring security handling? If yes, 

If not. wilere is it? X 

law or regulation. X 

f 
11. Rster 

c Is th i s  a v h l  r m d 7  
d. Does th is  series have hirtorical or long term nrearch nlue? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, muld these 

documents be sd~ eduled seoaratelv ? 
f. Is  the information contained in thirrwies ever oublished? If ves. attach &w. 

g. Is the information mntained in this series e m  analyzed and/or recorded in a summarized report? 
If 

h. Is there a duplication of th i s  series in your officc, or in another o f f i i  or agency? 
If yes. W e ?  

I. I t r n l s ~ r ~ ~  ? -on of irJ r . .  . .  
-L Daestherecord-7 
ion Requinmnts The following requires the pries to be kept: 

a. State Law years. d. Audit period Yews. 
b. Statute of limitation years. e. Administrative need * 2 Years. 

Yean. f. Federal retention instructions 5 yean. c Federal law 5 
*some may run up t o  three years 

Attach cow or e x e r t  of bm or regulations. Explain administrative need. 
P. L. 93-380, Section 510 
45 CFR TOOb. 734 
34 CFR 74. 21 

12. Approved D*positii‘lnstrustions Th is  agency recommends that the file series be cut off at  the end of each: 
0 Ca1endarYear;D FircalYear; 0 Other men. 

XJ Hold in the current files area M t h ( S )  2 year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
X Transfer to State Archives for permanent retention. 
0 other I$onifvl  

vear(s): then 
year(s); then 

These inmuctions apply to a11 prior and future Hxxlrnulations of the series. 

y f D - w  fsignatwe), . ,, I I Ramrds Mmzge ment Officer lS&utv~~l Date 
. 


